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MaineCare in Education: Claim Submission Quick Reference

Claim Submission

1. Sign in to Trading Partner Account
2. Click on View & Submit Claims. See figure below.
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3. Once you have clicked on the icon, you will have the option to submit a claim or to view claim status.
See figure below.
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You Are Here: Claims status

1412 : Error loading attchment details from FileNet.
Please reload to process.

Billing ~
Provigers: | T~ submit Claim ,_

Listed below are the claims that have been received by the Health Plan for the selected provider. Claims are initially listed in reverse chronological order by Date of Service. To view a claim, click on its number.

Claims Status Print List Export to Excel pgearch
Claim # Claim Type Patient Name Primary Diag Code Dates of Service Status
® 17086V/00000 DENTAL | — K004 312742007 - 372712017 OPEN

Billed Amount: 510.00
Cost of Care: 50.00
Paid Amount: 50.00
<~ Prev Next -»

Edit Adijudicate Add Attachments Print Reverse Print Attachment Cover Sheet

4. Click on Submit Claim. Choose the type of claim that you are submitting. The claim type options are
Professional, Dental or Institutional. Fill in the member’s information and click Submit. See figure
below.
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You Are Here: Submit Claim - Find Member
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To search for a member, enter search criteria in any two rows. For example enter the Hame (last and first) and the Date of Birth.

Member ID:
Name (Last and First):
Date of Birth: [MM/DD/CCYY

Social Security Number: [### 88 ###

And

Submit Reset

5. Ensure that you have filled out all required fields on your claim. Once you have filled out your claim,
click on Submit. If you have any outstanding edits which state that the claim will deny, you may be able
to fix the errors at this time and resubmit the claim. Claims may have edits posted that indicate if the edit
is a warning, denial, or pend. A warn edit does not prevent a claim from paying.

Editing a Newly Submitted Claim

Clicking the Edit Claim button opens the claim that was just submitted and offers the option to edit the claim
and add or delete parts of the claim as needed before adjudicating the claim again. Upon completion, three

buttons offer further options: Back, Save, Adjudicate.

Click Back to return to the screen before.

[ ]
e Click Save to save any changes.
e Click Adjudicate to adjudicate the edited claim.

Back Save Adjudicate

Claim Submission via Patient Roster

To submit a claim using the patient roster feature, follow the steps below.

1.
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If you have already created a patient roster, click on View Patient Roster. See figure below.
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2. Select which member you wish to bill for. Once you have located the member click on the bullet and the
options will display. See figure below.
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The following is a list of the patients on your patient roster. To see list of patients based on their last name, select the desired letter. The letter of the group being displayed
is a different color, pages with listings are bold and underscored. If a letter is dim there are no entries to view. To add patients to your roster, select the Add New Member

link.

Patient Roster Add New Member Print List Export to Excel
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3. Click on Submit Claim. You will not have to enter in the member’s information as it is already
populated from the patient roster. Click on the appropriate claim type. See figure below.
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You Are Here: Patient Roster

To continue with claim submission, select a claim type and click the Submit button.

Claim Type

Select a Claim Type: (O Professional O Dental @

Submit Cancel

‘v
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4. Ensure that you have filled out all required fields on your claim. Once you have filled out your claim,
click on submit. If you have any outstanding edits which state that the claim will deny, you may be able
to fix the errors at this time and resubmit the claim. A warn edit does not prevent a claim from

paying.

Edit Claim

Clicking the Edit Claim button opens the claim that was just submitted and offers the option to edit the claim
and add or delete parts of the claim as needed before adjudicating the claim again.
Upon completion, three buttons offer further options: Back, Save, Adjudicate.

e Click Back to return to the screen before.
e Click Save to save any changes.
e Click Adjudicate to adjudicate the edited claim.

Back Save Adjudicate

For Additional Detail and User guides, please see:
https://mainecare.maine.gov/MyHealth%20PAS%20User%20Guides/Forms/Publication%20View.aspx
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